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FOREWORD 



^Thls module is one of a sefries of 100 performance-based 
teacher education' (PQ^) leaming packages focusing upon 
specific professional competencies of vocational teachers. The' 
cojnpetencies upon whidh these modules are based were iden- 
tified and verified through research as being important ta suc- 
cessful vocational te^iching at both' the secondary and post- 
secondary levelyof instruction. The modules are suitable for 
the preparation of teachers in all occupational areas. 

Each module provides learning experiences that integrate 
theory and application, each culminates with criterion refer- , 
eoced assessment of the teacher's perfopmanoJliOf the spec- 
ified competency. The materials are designed for use by indi- 
vidual or ^roOps of' teachers in training working under the 
d irectioh and wit^the assistance of teacher educators actmg as 
resource persons Resource persons should be skilled in the 
teacheV competency being developed and should.be thor-^ 
oughly oriented tgTPBTE concepts and procedures in using 
these materials. 

Th^<Jesign of the matenals provides considerable flexibility for 
planning and conducting performance-based preseWice and 
insen/lce teacher preparation programs to meet a wide variety 
of individual needs and interests fhe materials are Intended for 
use by universities and colleges, state departments of educa- 
tion, post-secondary institutions, local education agencies, and 
. others responsible for the professional, development of voca- 
. tional teachers Jrurther information about the use of the mod- 
ules in teacher education programs is pontairod in three re- 
lated doc uments. Student Guide to Using Performance-Based 
Teacher Education Materials, Resource Person Guide to 
Using Performance- Based Teacher Education Materials and 
Guide to Jmplementation of Perfonn a nee-Based teacher 
Ectucation; ' . - -i 

The PBTE curncu'-jm pack^iges are products of a sustained 
research and development effort by ThS Center's Progracn for 
Professional Development for Vocational Education Many in- 
dividuals, institutions, and agencies participated with The Cen- 
ter and have made contributions id the syst^atic develop- 
ment, testing, reviSK^n, and refinement of these very significant ^ 
tralnyig matenals Over 40 teacher educators providedinput in 
development of initial versions of the^ modules, over 2,000 
teachers and 300 resource persons m 20 universities, colleges, 
and post-secondary mstiti^tions used the matenals and pro- 
vided feedback to The Center for rev^ion and refinement. 

Spejsial recognition for^najor individual roles in the direction, 
development, coordination of lesting, revision, and refinement 
of these matenals is extended to the fgllowing proaram staff: 
Jame^.B. Hamilton. Program Director, Robert E, Norton, As- 
V 



sociate Program Director; Glen E, Fardig, Specialist; Lois Har- 
rington, Program Assistant, and Karen Quinn, Program Assis- 
tant, Recognition's also e)(tended to Kristy Ross, TedFinic^l 
Assi^ant, Joan Jones, Technical Assistant, and Jean Wisen- 
baugh, Artist for their contributions to the final refinement of 
the materials. Contributions made by former program staff to- 
ward developmental versions of these materials are ataa^ac- 
knowledged. Calvin J, Cotrell directed the vocatioTwteacher 
competency research studies upon which these modules are 
based and' also directed the curriculum development effort 
from 1971-1972. Curtis R, Finch provided leadership for the 
program.from 1972-1974, 

Appreciation is also extended to all those outside The Center 
(consultants, field site coordinators, teacher educators, 
teachers, and others) who contributed so generously in various 
phase$x)f the total effort. Early versions of*the materials were 
developed by The Center in cooperation with the vocational . 
teacher education faculties at Qregon State University and at 
the University of Missouri-Columbia. Preliminary testing of the 
matenals was conducted at Oregon State University. Temple 
Upiversity, and University of Missoun-ColumbiSi, ' 

Following preliminary testing, major, revision of all matenals 
was performed by Ce/iter Staff with the assistance of numerous 
consultants and visiting scholars from throughout the country. 

Advanced testing of the matenals was carried out with assis- 
tance of the vocational teacher ed ucators and students of Cen- 
tral Washington State Coileg^, Colorado State Unfversity. Ferris 
State College, Michigan. Flonda State University, Holland Col- 
lege, PE I , Canada, Oklahoma Sta^e University, Rutgers Uni- 
versity, State University College at Buffalo, Tem'ple University, 
University of Arizona; University of Michigan-Flint; University of 
Minnesota-Twin Cities; University of Nebraska-Lincoln; Univer- 
sity of Northern Colorado, University of Pittsburgh, University 
of Tennessee, University of Vermont, and Utah State University, 

The Center is grateful to the National Institute of Eclucatfon for* 
sponsorship of this PBTE curnculum development effort from 
1972 throuqh its completion. Appreciation's extended ioihe 
Bureau of Occ0pational and Adult Education of the U,S, Office 
of Education for their sponsorship of training and advanced 
testing of the matenals at 10 sites under provision^ of EPDA- 
Part F, Sectioi? 553. Recognition of funding support of the 
advanced testing effort. is also extended to Ferns State College. 
Holland College, Tem<;^le University, and the University of 
Michigan-Flint. * x 

Robert E, Taylor , 

Executive Director 

Th6 Center for Vocational Educatidr\ 
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TH€ CENTER FOR VOCATIONAL EDUCATION 

T>«Oh«SUMUATC«^^ , t«60K*Miv f^aml ' C*>>t'H»n Ohio •3210 

The Center for Vocational Education's mission is to 
_ increase the ability of^iverse agencies, institutions, and 
organizations to solve educational problems relating to 
' individual career planning, preparation, an6 progression. 
^ The Center fulfills its mission by^ - 
^^■i 0 Generating knowledge through research 

• Developing educational programs and products 

• Evaluating individual program needs and outcomes 

• installing educational {Programs and, products 

• Operating information systems and services. 

• Conducting leadership development and training 
programs 



1 , 



IM 

AMERICAN Association 

FOR VOCATIONAL 
INSTRUCTIONAL MATERIALS 

, Engineerihg Center > 

^ University of Georgia 

r * ' Athens, Georgia 30602 

Jhe American Association for Vocational instructional 
Materials (AAVIM) is an interstate organization of univer- 
sities, coiiegesTand divisions of vocational education de* * 
voted to the improvement of teaching through better in- 
formation and teaching aids ' ^ 



INTRODUCTION 



'*A community survey is designed to provide 
comprehensive .information concerning current 
employment and future labor requirements. by. 
specific occupations, and to ascertain training 
needs to fulfill these requirements. The informa- 
tion is gathered from a-speicific. predetermined 
area of the community or city.. y 

A well-conducted community survey can- pro- 
vide vocational' educators with needed Jnforma- " 
tion. about occupatipnal- opportunities^ training 
needs, resources, training facilities, and individual 
needs and .goals. Thisinformation.prpvides a solid 
base for vocational curriculum planning and revi- 
sion. .\ " ' - / 

Tfie'quaJitV df the information ^enferated by the 
community suAi^^j^'ilK reflect not only the ade- 
' quacy of the planning which went into trte survey, 



' but also the leadershiprSupervision,'.and coordina- 
tion which was given it by its director This m^Sdule ^ 
ja designed to develop youj^skills in directing a 
'community survey which will yield the information 
.needed^ for. vocational echjcation program plan- 
ning in your community. ^ previous module (A-1) 

' b?gan the process of planning such a survey, and a 
'subsequent nioduie (A-3) carries the process 
through Jthe next step of analyzing and reporting 

^ the data Collected^ 

• ..This modtile is designed to give yojj the skifis 
,you will need to conduct a community survey. 
However, it is recognized that in 'many school situ- 
ations, >you will not have sole responsibility Tor 
conducting the survey, buf rather will* be sharipig ^ 
this responsibility with others.* ^ ^ •* 



ABOUT THIS MODULE 



Obj^tlves ^ • : , 

Ttcrnlnal OK^cictiye: WJiile working In ah actual school 
situation^ conduct a community survey. Your perfor- 
' manc€i.wlll be assessed by your resource person, using 
the Jeach6r Performance Assessment Form, pp. 41-42 
{Learnlttg Experienife lU). • ' . 

Enabling Oyectlves: , ^ 

After compleVngthe required 'reading, dfltique the 
performance of a teacher in a gi\(en case study in 

K planning for putjiicizing the purposes and objectives 
of community survey (Learnihg Experience I). 

2. After completing the required reading, critique the 
perfof'mamce of a ieacfcer in given cas^ situation^ iff 
direcfing a community survey (Learning Expenente 

Prerequisites * 

To complete this module, you will need compete^icy in 
preparing for a community survey If you do not already 
bave this competency, meet with your resource person 
to determine What m'etfiod you wilhjse to gam this skill 
One option is to complete the injormation^and practice 
activities m the following mojjule: . 
• Prepack for a Commun^y Survey, Module ^-1 
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• Resources 

A list of the outside resources which supplement those 
^ contained'Within the modulWollows. Check with your 
resource per^ (1)'to defter m^e^he availability and the' 
locatior^ of these resources, (2) -to locate additionar ref- 
erences in your occupational specialty, and (3)' to get 
assistance setting up activities with peers orobserva- 
tions of akiJIed teachers, \i necessary.i.Your resource 
person may also be, contacted if you have any difficulty 
with directions, <J? in assessing your progress at any 

Lei^rnlnq Experieircel, j. • ^ 

Optional. / 
Advertising agency personnel withJ(/homjybu jpan 
discuss publicizing a community sEirvey. 

« Learning Experience II 

Optional' ) ^ / ' 

A resource person and ^ or peers with whom you can 
^discuss the rple of leading and supervising volun- 
teer personnel, espectajly stddents, in conducting a 
community sur\fey ' 

Learning Experience til / \ 

Required -s > 

An actual^chool situatjhn in which, as part of your 
teaching duties, ypu can conduct a community sur- 
vey ' ' • ' ^ J J ^ 
Ajesource person \o -assess your competency in^ 
conducting-fi commuriity survey* 




This module ^vers performance element numbers 1?. 16, 17fromCalvm 
J Cptrell et al . Model Curricula for Vocational erid Technical Teather 
Education, Report No V (Columbus. OH The Centrfr for Vocational 
Education, The Ohio State University. 1972) The 384 elements |n this 
docum'ent form the research base for alKThp Center^ PBTE rpodate 
development " ^ • 

For information about the general organization of ^ach module, general 
procedures for their use, and terminology y/hich is common to all 100 
'modules, see About Usirlfe The Center's PBTE Modules ^on Ihe inside 
back cover „ , • ^ 
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L^arhmg Experience I 



OVERVIEW 



Afterxompleting the, required reading, critique the perfornfiance of a 
teachv in a glveri case study tn fJlanning for publicizing the purppses and 
objectives of a community survey* . \ 




You will be reading th6 inform^tion^sheet, Publicizing a Community Sur- 
. vfey^pp. 6-15. * . " ./^ • , ^ 



you Will be reading the Case ^tiidy. pp. 16-20. and writing a critique of the 
perfarmarice pf the teacher described. 



You may wish to meet with a person from an advertising agency to discuss 
the strengths and wpakneslse^ of the publicity plan proposed^^in the Case 
Study. ... 



You will be evaluating your competendy^in (iritifluinglhe teacher's perfor- 
manpe in planning forpublicizirtg the purposes and objectives of a com- 
rrrunity suWey .bycompstring your f:ompleted critique j/vith the Mpdel' 
Critique, iDp. 2i-22. ^ . . . • , 



Activity 




For information concerning the needio publicize a community survey, and 
^he techniques that can be use"dtn'ptannrng"a^^ the 
following i*nformatidn sh^t: . ; i - , • 



PUBLICrZINCS A COMMuisilTY SURVEY. 



t 

A publicity campaign can be of considerable 
help to you in developing broad-based support for 
your comrfiurrity survey: Members of the commi/- 
• nity andia>f the school system who.wlll be involved, 
directly or indirectly^ in the ^urVey can be reached 
thrrough a well-organized publicity campaign. . 




X Publicjty is a way of influencing people thfpugh 
' infortnatlon. With an effectively planned and car- 
ried out publicity campajgn, ^you can influence^ 
many, different groups of people to support the* 
community survey "in order to ensure that your 
campaign does reach the necessary groups, you 
need to deterrriine — , . . v 

• t|ie general characteristics of each group you 
wish to reach 

the, types oUpufilicity. available for your use 

• -ihe type(s) of media wl^ich is likely to appeal to 
each group. 

•.^•the type(s) of message which is likely to ap- 
peal to each group 

• which ,type of media is best suited to your 
message 

Fpr example, if one of .the groups you wish to* 
reach is the students in the district, you might 
prepare messages to be aired on the local rock 



radio station or the' school's public address sys- 
tem*. £xamf)les of sych publicity are shown, in 
Sarriples 1 and 2. You might also pr?pal^e display 
and exhibits to be placed in visible locations within 
the school. * > 

If you wish to reach businesspersons, you fnight 
prepare la news releasg f6r the financial page of the 
loc^l nevyspaper. An example of? such a news re- 
lease is shown irr Sample 3. What is critical is that 
the medium and the message selected will reach 
and appeal to the audience you intend it to reach, ' 
using a variety of techniques. 

Pubfjcity for the community survey need not 
focus solely on the survey it$elf. One of the most 
effective ways of selling the idea.of a corrimunity 
survey is to convince people that there is a heed for 
it and to show them howthe resulting data can 
benefit thepn, their childjren, t^f ir employees, ^nd 
their community. This can be a'ceomplished by 
publicizing your vocational progfam-rits activi- 
ties, its needs, its accomplishments, and its Ijene- 
fits to^the con^munity Thus, you can promote yo.ur 
vocational program a't the same time you gain 
\skipport for the community survey 

Opportunities for publicity are numerous. News 
broadcasts and newspaper articles often' foc<js on 
local events. Tor example, students in your voca- . 
tional program may be involved irvspme special 
activity— such as a public speaking contest— 
which would be of benefit or of Jntefe5t to 'the 
entire community. You could invite a journalist 
from a loc^l newspaper, or radio or T.y. station to 
visit thp school to view the event or interview the 
I students involved. The event or interview coukJ 
, then be presented on thejstir or in the paper with ^ 
■reference to the community survey and hOv\/it will 
help the vocational program- and the -community 

Time is also donated by local radio and T,V. 
stations for public service annbanceme?U§, These 
are very brief, but they allow yoa-to publicize, free 
of charge, nonprofit events of interest to the e'htire 
community You could prepare a short public-ser- 
vice announcement wf%ich describes the commu- 




nity survey, 
its purpose, 
and gives key 
information 
as to when 
aQd how it 
will b'e con- « 
ducted. An 
example of 
such a pub- 
licity reieasQ 
for television 
is shdwn in 
Sample 4. 

Making « 
speechesis 

,ahother device for publici2;ing and promoting the 
community survey. Persons who hav? expressed 
an interest 'in helping with the survey can be a?ked • 
to make 'presentations to school , busi ness. or civic 
groups. Asannple presentation for a faculty meet- 
ing ijs shown in Sample 5. A local bu^nessperson 
who has indicated a willingness to help could be. 
asked to mak6 a brief presentation to Tii^/her 
fellow-members in a local club at th^ir nexr meet- 
ing. An example of such a presentation is shown in 
Sample 6. ' , ^ 

PojSters, brochures, flyers, letters, ^nd displays 
can aiko be used effectively to reach large nunrf- 
bers of peopig and increase their awareness of the 
need for the^comnnunity survey and for vocational 
. education. Personal letters are important means of 
.\ publicity and an effective way of both conveying 
ithe intent and importance of. the campaign and 
also persuadirjg the recipient to support it: How- 
ever, \^ is innportant that such» letters be kept as 
brief as possiblet^ oertainlv to a^single page. Ex- 
^ apples' of suitable letters 'to parents and to busi- 
^ nesspersons are shown in Samples 7 and 8. Note 
that school letterhead stationery should be used 
for all community survey correspondence^ 

Printe*fnatferia<s can be sentby mail, passed out 
. at meetings, or placed ^strategically so that mem- 
bers of the target group arejikely to pick them up. 
Displays can be placed in stores, banks, schools, 
libraries, ?airs, or wherever they are most likely to 
^catch {he attention of the intended audience. It is 
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important 
that such • 
displays be— 
changed fre- 
quently and 
removed at 
the end of 
' the'publicity 
campaign. If 
the displays 
are changed 
every few 
days, then 
•eacli new 
display acts 
as a new ad- . ^ 
vertisement and reinforces the message in th? 
minds of the people who have noticed them. Dis-^ 
plays which are outdated conveys poor injajge of 
the sponsors of , the display. \ ' • ' 

The .information presented here is simply an 
pverview of the points you need to consider in 
publicizing a community aurvey. The actual plan- 
ning of a publicity campaign is a specialized skill 
requiring both talent and creativity. In some cases, 
your institution will have someone on the staff who^ 
handles publicity In^other cases, you may find thjat 
a member of your steering committee, surv-ey staff, 
or vocational advisory committed is skilled in pub- 
licity. Should it be necessary for you personally to 
plan the publicity campaign, you wilt need to be 
competent in publicity skills and procedures.^ 

'Granted, a publicity campaign is not an indis- 
pensable part of conducting a community survey. 
You could conduct a survey without revealing its 
purpose to anyone who is not directly involved in 
providing you with data. However, your task will be 
considerably easier if^the individuals and groups 
in tlje community understand the purpose pf the 
community survey and the nee'd for vocational 
education. 

, A com;nunity that sees itself as an important part 
of your survey will be better able to^^become ac- 
tively involved in your total vocational progj;am. 
This kind of awareness can become the basii for 
community support th^t will eventually help-fetu- 
* dents find employmeptin the community. 
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1 TogainsWlhnplanhmg a publicity campaign, you may wish to refer to 
Modules G-2-G'6 of Category G School-Community Relations / 



SAMPLjE 1 * » ~ 

^ RADIQ ANNQUNCEMENt ' ^ 



'FRO'Mj Mrf John Smith . * . ^ . ' , 

I Chairperson, Oceupatipnal Education Department 

* • CottoVi County Community College 

20(lBiverAve; . ' ' ^ u ' 
' Jonestown, texas 51^063 ' ' " 

(231) 462-81 1'1 ^ ' \ . 

SUBJECT: Cotfbn County^ Comnjupity ^H^vey'^ 
DESCRIPTION: 60-secDnd anrJ^uncertient • ^ . ^ 

DATES TO I^^UN: August 15-AUgust '2a ' - - 

Kill August 23 . ■ * ' . 

COPY: WBUZ salutes the occupational pro^rams^at Cotton 'County Community College Through 
. these progr^s in agriculjttffgr distributive education, home economics, and trade and 
^ industrial education, sttiaents prepare fof careers. 

/ ' . >, «<•'.« ■ ■■ 

• ^ WBUZ wishes to thank Jonestown businesses where the students'receive (heir on-the-job 

■ i training Eachstudemworksanaverageof.15houtsperweekinoneofthesebusine^es 
Through the joint efforts of the schgol and the business community, students are receivinq 
relevam^education in^preparation for th^ir chosen careers. - , • 

. Puring the next month, Cotton. County Commu niVy College will be conducting a commu- 

' "■ nL^Hc"^?i!f- ?'!f P^P^^ Jhe survey is to assess the pres.ent and future employment 

• ■ needs of the local business community. Information gained fr6inthe survey will be used to 

help students ifiqrfe realistically prepare far their chosen careers. 
Vocational education is relevant education, ' . ' 
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SAMPLE 2 



SPOT ANNOUNCEMENT I^Oft SCHOOyNTERCOM 



DESCRIPTION: ijnnouncemerv^for School Intercom ^ ^ ^ 

SUBJECT:^ Occupational Education Departrrient Sponsors of Community Survey 

DATETO RUl^: August*15 . * ^ • \ 

FOR INfORMATIOH: Mr. John Smith \ ; / ; * ' 

. , ChatrperjBon;;Occupational Education Department 

Cotton County Community College . 
. ' 200 River Ave. ^ / * ^ ^ 

/ . , Jonestown. Texas 51003 

(231) 462-81111 • ' ^ 

COPY: The Occupational Education Dapartrhent at Cotton County Community College will be 
conducting a community survey during th^e next month. All business and industrial firms in 
Jonestown will be contacted and asked to provide information about,current and^uture 
employment needs. In additron, students will be-asked what their career iriterests are and 
whattypesof courses they would Kke to see included in the school curriculum. Information 
provided b;^ the survey will be used to revise current vocational progranjs offered at the 
college and, possibly, to start new ones. ' . ' ^ / 

Students, faculty'or staff members who.are interested in helping with the survey should 
contact Mr. John Smith, chairperson of the Occupational Education Ddpartmfent, by 
Friday ^ 
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PUBLICITY RELEASE FOR UOCAL NEWSPAPERS 



fOR::JONEstoWN TIMES news" ^ * • . , 

DATE: Forlmmediate Release ' ^ ' ^ 

FO RJNFO qMATION; Mr. 3^hn Smith . , ^ ' " • 

' " ^! ^ .Chairperson, Occupational Educatiort Department • 

' Cotton County Community Coitege ^ . ' 

^ ' ' 200 River Ave. . " * . - • ; 

* 'Jonestown, Texas 51003 ' ^ 4, 

. (231)462-8111 . : ^ ' ' ^ , 

TOPIC: Cohipfiunity Survey, Cotton Qounty Community Colleg% * ' . • ' ' 

•COPY: Th? Department otOccupatiorial Education at Cotton County Community College with ^ 
^ • the support of the Jonestown Chamber of Commerce, is con^ucting'a community sUrvey 
0 to determine the present and future manpower needs of Jonestow?i busw es.ses. The study 
. IS designed to provide comprehensive informatroh on current employmeht ahd projected' 
. employment needs over the next five years. ' ; * i - ; i 

_ . - By providing occupational information orf a long-term bdsis, the commurilt/survey will be ^ 
extremely valuable to the college faculty and staff in p<anning 'their counseling and 
guidance programs and in revising and expanding their vocational programs. The informa- » 
tion provided by the survey will also be valuable to Jonestown employers in their recruit- ■ 
meotand training programs'and in formulating future plans for their individual establish- 
, , merits. . - * . - ' ' • 

Those serving on the steerjng committee for the community survey are: Mr. Mark Parnell - 
man&ger,rj. C. Penney; Ms. Christine Justin, owner, Branding Iron Hestaurantr'Mrs. Hosita 
ou!3®^Il^^ u^^®'"' Cleaners; Mf. Joseph Freemont, owner, I.G.A. store- Mr 

• ■• ^"'"'P Wasljington.salesperson, Palmetto Hardware;.Mr. Thomas Huston, vice-president, 
... ^us onJSram and Feed Co; Mr.. Sam Jacinto, representative; United Farm Wbrkers; Ms: , 
Sylvia Hernande'i, advertising director, Unjque Management .Co.: Mr. Waylan Brock • 
owner, Ipdepjjndenr Gas St&tion; ■ 



^ Each business in the Jonestown community, as well as each firm l6catec^ln the industrial 
area south of the city limits, will bQ asked to complete a-questionnaire on the current artd 

, future OQCUfJational ret?u|rements of its firm. The accuracy and completeness of the results 
Of the study are dependent- upon the^ooperation of businesses in-completing these 
questionnaires. Businesses are urged to cooperate by furnishing accurate and complete 
information .wl],e;P it is requested. ~ . . ■ ' . 
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SAMPLlE 4 



TV. SPOT ANNOUNC€MENT 



/ 



'FROM: Mr. Jortn Smith . • ^ 

Chairperson, Occupational Education Department . * 
.Cotton County Cpmmunity college . ' . ' 

"200 liliver Ave. • . 

yJonestown, Texas 51003 ^ . " ' 

(231)462-8111 • • 

DATE OF BROADCAST: Run August 15 through August 22 ' 
PROGRAM DESCRIPTION: 60-second spot announcirig a community survey 
. DIRECTOR: Fritz Newman , 



DIRECTOR'S NOTES 



VIDEO 



AUDIO 



Slide No = 

Picture of Cotton- 
County Community 
College. 



..Sltde No- 



STUDENTS AT C0TT(5m-C0UNTY 
COMMUNITY COLLEGE ARE GIVEN 
THE 0Pp6rTUN|TVT0 WORK 
IN ONE OF FOUR " . 
OCCUPATIONAL AREAS: 
AGRICULTURE, DISTRIBUTIVE . 
EDUCATION,' HOME ECONOMICS, 
OR TRADE AND' INDUSTRIAL 
EDUCATION. EACH 6f THESE ■ 
AREAS PREPARES STUDENTS FOR 
THBR CHOSENJCAREERS. ." ' 

IM ADDITION TO RECEIVING 



Students working 
in a training 
station. . ; 



Slide No.- 



Steering Cornmitteq, 
planning suryey., 
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CLASSROOM INSTRUCTION, STUDENTS . 
GAIN" PRACTICAL EXPERIENCE 
THROUGH ON-THE-JOB ' - 
TRAINING. LOCAL BUSINESSES SERVE 
AS TRAINING STATIONS FOR THESE, 
STUDENTS. 

. ■ ■ * ^ ■■- - ; , 

IN ORDER FOR OCCUPATIONAL 
'PROGRAMS'AT COTTON COUNTY 
COMMUNITY COLLEGE TO COfjTINUE 
TO'A/IEET -STUDENT NE^DS AND. 
EfVlPLOYER NEEPS, A COMMUNITY . . 
"SURVEY IS BBINQ CONDUCTED, t" ♦ 
DURING THE NEXT MONTH, AR£A 
BUSINESSES WILL BE iTONTACTED 
CONCERNING TH&R CURRENT AND 
PROJECTED PERSONNEL NEEDS. 

WMC-TV SALUTES THE COLLEGE'S 
OCCUPATIONAL PROGRAMS ANDURQ'ES 
YOUR SUPPORT AND COOPERATIO|^J ' " 
IN THE SCHOOL'^ UPCOMING ^ 
■^COMMUNITY SURVEY. " " - 
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SAMPLE 5 



PSESENTATIOM AT FACULTY MEETING ' 



•Nbte: Introduction (before presentation) rplght be made by school administrator 

As Mr. Jenner has told you, tto Occupational Education Depai^merit at the coltege will b§ 
conducting a.community survey Tluring the next month. During this'time. every business and 
industrtat firm in Jonestown will be contacted and a^ked to provide information concerning 
current ^nd projected employment needs over the nextf ive years. This information will be helpful ^ 
In .the following ways: . «. 

'mation necessary to revise and update current occupational prograrxis 



•matlon concerning employment trends which will show whether other 
offered. 



It will provide thei 
• at the college. 
• Ht will provide irtf 
programs shobid 

In adcjition tdi:iroviding this information, facultyrstaff, and students will be given the op^rtunity 
to meet and talk Wijlh local businesspersons. This should result in much gbod will for the school. It 
will show the entire Jonestown community that Cotton County Community College is interested in 
providing comprehensive, relevant education for students; 

Students at the college will also be asked to provide information as part of the community survey. 
They will be asked what their career interests are and what types of coufSes they would like to see 
proyidflgjjy the school. This inforjnation will be used when making curriculum revisions anO 
^ decisiojj;?. ^ \ . ^ 

, In order for the survey to besuccessTal, tHecoopeVatidn of the business community is needed 
Equally important is Ihe cooperation of all personis at the college, including- faculty, staff, and 
students. Some faculty and staff members have voiuoteer^d to help with the survey Others ar^* 
;^lgeded. If you^e willing taftelp with the survey, contact Mr. Smith, chairperson ohhe Occupa- 
tion^l Education Department, ^ • ' > . 





13. 
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SAMPLE 6 



PRESENTATION FOR A CIVIC GROUP 

•J ! , 1 '- 



Thank you for the opportunity of speakingwith you today. As Mr7Ms.__— t?(d you I 
am the coordinator of a vocational progratrt at Cotton County Community College. 1 want to talk 
with ^you today about the occupational programs at'our school.- 

Currently, there are four occupational areas at our school: agriculture, distributive education, 
home economics, and trade and industrial education. In each of these areas, students receive 
on-therlpb.training.in locaV business and industrial firms. 6ach student works an average of 1^ 
hours per week. A . •. , ^ 

. . the on-the-job training which students receive is related to their classroom instruction. In other 
words, students learn botli on the job and in their class at the college. In addition/students are 
eliaible to be members of related Vocational organizations. Through .these organizations, tney are , 
given the opportunity to develop leadership skills and to learn more about their area of vocational 
Interest. ' " . 

Students enrollln Ihe occupational program? at Cotton County Community College because 
thWlraye^a career interest or a career objective in the specific occupational area. For example, a 
student vrtth a career interest in distribution, encompassing marketing, merchandising, or man- 
agement, wSmal^iMII in courses in the area of distributive education. This student would be given 
on-the-iob training inStiit^and would be eligible.for membership in the related occupational 
organization.Thi^. the occu^ttonsl program in which the student is enrolled would help .him or 
he^reparelor a career in that occupational area. The same type of of)portunity for career 
•prefSration is currently offered to stiidents who have career interests or career objectives in the 
areas of agriculture, home economi(3^. or trade and industry. . . . • 

We currently have good odoupational programs at Cotjon County Communit]^College. But, we 
want to make them better and initiate additionaj programs in order to best prepare students for 
careers anrfto best meet the needs of the Jonfestown business comn^unity. 

• In order to revise current programs.and initiate additional programs, we must have information 
- from the business community, W§ hav^ jiecided to conduct a community survey to obtain the 

needed information. This survey has the-eftipport of the Jonestown Chamber of Commerce, 
.-^.^ring the next month every' businesl^'and industrial firm in the Jonestown community will be 
' "roSed'and asked to prdvide information concerning current and projected maclpower needs. 
Theaauracy and completeness of the survey will be dependent on the cooperatipn of all Jirms 

contajed. Won't you encourage your friends and associates to help us in this effort tolmproveand- 

expMi our occupational programs? We need your help. 
THankyou. . ' -* ' . » 



J 
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SAMPLE 7 9 ^ 

UETTER TO PARENTS 



■r 



\ 

\ 

\ 

\ 



Dear_ 



Cotton County Community College 

200 River Ave./Jonestown, Texas 51003/(231) 462-81 "H ' ' . 



[Date] 



- Cotton County Community College is sponsoring a community survey -fo determine the present 
and future manpower needs of the-Jonestown community: Thissurvey is being coordinated by the 
Ogcupatipnal Education Departmejit at the oollege and.by a steering committee made^p of local 
citizens. - ' ^ - 

During the next month, loc§l businesses will be contacted and asked to provide information '/ 
concerning their (Resent ansl (anticipated) future personnel needs. The inforination gained from / 
the|uryey will be used to expand and revise curjriculum offerings at the college. This survey wil{ 
help the college provide courses which A^vill, because they are based on currfent Information from [ 
the business community, better assist-students in preparing for their chosen careers. / 

You can help in the community survey effort. Please urge local busines'Spersons to cooperate In 
the sujxey when they are contacted. 

• Thank you so much. 
^ ^ * Sincerely, ' 



John Smith, Chairperson 
Community Survey 



[You may wish to have the administrator of the schoolJigf?thls letter, a/so.] 



SAMPLES N ^ 

LETTER TO.BUSINESSPERSONS 



Cotton (County Community College 

200 ^iver Ave.'/Joi\6stown, Texas 51 003/(231 ) 462-81 1 "I 



Dear. 



[Date] * ) • ' 



The Cotton Couhty Community College Occupational Education Department, with the support 
of the Jonestown Chamber of Commerce, is' conducting a survey of the Jonestovyn business/ 
community.The survey is designed to provide the college with infonriatioh concerning Current 
.and long-range occupational manpower^ requirements of employers in Jonestown. The informa-^ 
tlon obtained from ihe survey will be used to revise and expand the curriculum at our institution. 

In orderfor the survey to be successful, informatioo must be obtained regarding the current and 
prospective needs of Uones|own employers, Your cooperation is, vital to the success of thjs survey. 

During the next two^eks, you will be contacted by phone concerning the suryey. At that Wvn^, 
,.,the person contacting ^ wifl make an appointment to intervieM^you or a person you designate. 

The information which your company provides wilf be confidential and will Jpeused for statisfical 
purposes only. Information provided by individual firms will not be identifiable in any way 

Your cooperation in the community suryey yi/ill, help Cotton County Community 'College to 
provide students with. the most relevant occupational programs based on current business jnfor-'' 
^.mation. The graduates of these programs Should be better prepared to embark upop careers both 
t\u Jonestown and elsewhere. 



Tfiank you in f cl^rice for yoUr^cooperafion. 

Sincerely, 



^ _ John Smith, Chairperson 

Community Survey 

<< 

[You may wish to have the school administrator sign this letter, also. 
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Abtfvity ^ 



Part I of the following Case Study is designed to provide you with some 
basic facts about Smithville, a fictitious community in which you are 
supposedly conducting a community survey. Part II describes how the 
publicity was ptahned and includes the completed plan. Read parts I and II. 
and. then explain in the space provided* (1) the strengths of the publicity 
plan, (2) the weaknfesses of the^publicity plan, and (3) the ^hanges you 
would make in the plan. 



CASE STUDY ^ 

i. Background information: 

You are a ^cational teacher at Central High 
School. Central High is focated in Smithville, a 
community of 40,000 people located next to Sevier 
County. (A map is shown on p. 17.) Approximately 
20,000 people live in the county outside the 
Smithville city' limits. Ethnic groups make up^p- 
pro)jimately 25% of the Smithville population and 
14% of the Smithville work force. 

There are"^ approximately 500 t^usines^ estab- 
lishments of all types' in the community. Most of the 
industrial businesses are located in^the south part 
of town, approximately five miles' from Central 
High. The main business district is approximately 
one mile away from the school!' Almost all of the 
employed citizens who live in Smithville work in 
Smithville. A very small percentage (approximately 
2%) work in Franklin, a community of 10,000 which 
is in the adjoining county, Sevier, and about 22 
miles from Smithville. ^ 

^ Central High School serves the fentire Smithville 
community. There are 1,500 students enrolled in 
ther high school Igrades 9-12) and 100 facuH/ 
members.- There are four guidance counselors in 
the school. There are presentfy fotjr vocational 
programs in the ^chool (in the areas of *agrfcultur§, ^ 
distributive 0duc^(tron, home economics educa- 
,tion, and trade and industrial education), each en- 
rolling 40 students. Eacff of these programs has 
one full-time instructor. There are two other high 
schools in the county. These two schools each 
offer agriculture, home economics, business and ' 
office education, and trade and industrial educa- 
tion. 



You are involved in conducting a community 
survey designed to determine— 

• how adequate Qentral High's vocational pro- 
gram is 

• the need for revision of existiqg curriculum or 
courses of study 

• the possible need to eliminate some courses 
oi study which Sre no longer relevant 

^ • theneed toadd newcurriculumareasorvoca- 
tional programs • 

There have been no previous community sur- 
veys made in Sr^jithville or adjoijiiipg counties. You 
did locate a, copy of a' recent community survey 
done in Khoxvjile, ^community in your state with a 
population and school characteristics nearly iden- 
tical to those of Smithville. You were, able to use 
this survey to guide you in planning^^your own. 

Thus far, you have been working to plan the 
communitystirvey' Yourcommunity survey budget 
has been completed (s^ p. I8)rand you have 
convinced your administflp'tor, Mr. Gleason, to let 
you use school personnel, students, and commu- * 
nity members as volunteer workers in the^ data- 
gathering process. Mr. Gfeason has also said that 
he can probably provide up to $450.00 for the sur- 
vey using money from the school fund. 

You have deternjined the boundaries of the sur- 
vey (as indicated^y the area enclosed by the heavy 
black circle on the map on p. 17). You iiay<^, or- 
ganized a steering committer, solicited informa- 
tion and assistance from local and state agencies, 
developed survey instrument?, recruited survey 
taff, and developed a plan of activities for the 
rvey staff to follow in oondycting the survey. , 



"y> ArW: SnjithviUe 



SURVEY BUDGET 



School Syt^tcfm: - \ Gentrcd'-High School 
Duration of Surwy; . . Oct./Dec.;15 



' J 



,^?^4 ^#!^<i)WMon Teacher (ho cofet) : * , 

i:$j^^C^:^^re^ (ho^cbst) ^ . ...... . i ; . . , 



■ Inifervieweii' (600 miles @ 150/ mile) ;\ .V: . , r. . : . . . . : r . . . . 



A..l90,^' 

..; od,oo: 

..T(X):06 



»- • • k'i • . • « ■ < 



* v^;^^^^^^ reams @ SS.OO/jrljam) ^ . . . V *: 

V B;^:Mfec; supplies ........ I i C ; ^ 

IV;^Seivi<ces ^^.-s/ \ ' , ^ ' ' ^ - • /^'^^y'^!"^ 

A. .^Fi:h[ttlng of instrurnqn^ and 500 copies of fln'eil repqrt (done^by Board\of 

Educatron— ho charg#-0iKcept cost^of suppliSs) . . . . : . . . . . ; . . . . 

f. B. Typewriter {uae'school. typewriters) :;V^,. ........ ;^ , , : ;^ 

C. PuWJcity— Aas; radio, t.V;; and newspaper (free public services) . . ; ; \ . , 

prT<ibulating data— Vofuntefej^s . . .;. , . . .4..; .!'. . 

.V* Communication . :> , — " ; ^ ^ : ; 

• ^ A: Telepftbjie (5.4ong:d1staii6e calls at $Z25 each)\. . ,\ ... .f ;, , ,^;:> 
^ B. -postage (500-13j& stamps)*,^.,. ^; , ; . . ; I. . 

^ VL Special' Expenses / ' - ' '^^ * . . ' 

A; Consultant (to interview instruments)— Volunteers ; , < 

B. Dinner for steering cojhmittee , ; . , . . . . . * 



:. -45.00 
. . 50.06 



•••••••• 



. . 75-00 
.. 00.00 
i. 60400 
./06.gp 



,. a5,o* 



00:00 

75.06 



TOTAL* $illfi5 



II. Publicity Campaign: 

You have asked a fellow teacher assisting in 
the survey to plan a publi_city campaign. You told 
her that the campaign should (1) promote the 
school's vocational education program, (2) make 
the members of the community receptive to 
cooperating in the survey, and'(3) use the theme, 
"Vocational Edocationvis Relevant Edufcatjon," 
The following is ttie plan which she has returned to 

- • PUBLICITY/>LAN 

Groups to be Contacted 

The following are the identifiable groups within 
the' community which are to be contacted by the 
publicity plan: . 

• Smithville Chamber of Commerce 

• Smithville Federation of Labor 



^ / 

• The a.S. Employhqent Office 

' • Welfare agencies ^ '^^^ 

• Ethnic group organizations 

• Students ^ 

Means of Publicity to ^e Used 

the foltowing means of p&blicjty will be used: 
' • letters" . ^ * 

• radio announcements 

• television announcements » • 

• newspaper advertisements 

• speeches — presentations ^ 
• 



newspaper, articles - 
bulletin board advertisements 
the schoofpublic address sy$tem, 
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Methods of Publicity > ^ 

Alettej-will be sent to the chamber of commerce. 
th6 Federation bfiLabor, and the welfare agencies 
informing them of the survey A copy of the letter to 
be sent is attached. [See p 20 | 

Thte Smithville Daily News will be contacted and 
a§ked to assist in ^the'publicity campaign m four 

^ways. First, the editor will be asked to publish a 
feature article on the survey and its importance 
Sepondjy, one of the senior students has agreed to 
WrUe a 'letter to the editor" concerning the survey 
and its impof^ance from a student's point of view. 
Thirdly, the paper will be asked to send a reporter 
to^cQver the exhibits and display for 'Industry 
"Week." Fourthly, the 'following display advertise- 
ment will be placed in the paper every day for a 

t week. 



CentfaFHIgh School serves the community You can help 
it do this better by assisting It^toundertake a sun/eyof 
^occupa'tionat needs in SmithviroT We invite you to re* 
^pond.to this survey and encodf^ge others to do the 
same. i 



WUSA-TVand Radio StatiorTwill be coritacted 
and asked toassist in the publicity campaign by (a) 
interviewing *tast >year s top vocational education 
graduate from Central High School on the.weekly 



^ f 

;TV program, "Community Interest," to highlight 
the relevance of Central High School's vocational 
education program to his or her career, (b) cover- 
ing the Industry Week ^display onJV, and (c)\ 
placing some spot advertisements on rad lo at suit- « 
able times.. ^ . 

Central High School students, will be made 
aware of the survey (by the school bu^letrn^bpards) 
and encouraged to let their parents know about it 
and respond to it. One of the graphic a{ts students 
has composed an attractive notice for the boards, 
which will be left on the tjoarjjs durgpg the length' 
of the 'survey. 



SURVEY OF VOCATIONAL NEEDS 

Central High is trying to help you by undertaking a sur- 
vey of vocational rreeds in the commu.rflty m order t6 
improve its vocational programs. Encourage ypur^par- 
ents and others in the community to respond to this 
sun/ey so that your school can make VOCATIONAL 
EDUCATION RELEVANT TO YDU. 

Smithville Rotary Club wiU'be asked to allow the 
principal. Mr. Gleason, to m'ake a presentation at 
their next jneeting He will explain the role' of the 
high school in vocational educa^tion. the need fox 
the survey. a(lnci the manner in which the club 
members could assist the survey 
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i Centred High School' * 

^ 110 Hunte(Avonue/Smithvill«, Oregon 97223 
[Date] 



■Dear Sir, 



> ^ Thahk you for the assistance whiclj you/organization has given to Central High 
^School in plcfnnirig its survey oL loeol employers to detenftlne whether* Central's 
vocational program is' adequately serving th4 commmiity. We*are pleased to inform 
you that we hove now completed the planning for thi^ survey jind are read¥ to begin. 

^ 'However, t>efc»e doing ^q, we are* undertaking a publicity oampaign;^? alert the 
community to.thfe need for such a survey and'f thereby, to encourage response to it. 

We are jroing to be carrying news stories about the survey in the IDoil^ews and on 
WUSA-TV. You'|i be hearing a lot about x\ soon,, We <5S eager to get your members 
interested in the surve^r dSpcf 1p request their help in collecting information. In addition,^ 
■^e will need^elp in getting the message acr<pss to the Community on^ the survey 

results are iri, . ' - *^ " ' . ^ ' - ^ ' , * ' 

. < If -ft , ^ 

.We would appreciate whatever assistance ybiTcxtn offer us. 




. Cbrdially, 



V 



■ Optional J 
Activfty MM 



You may wish to arrange through your resot^rce personjo- melBtjSlJlh *a 
person from an advertising agency. Duririg this meeting, you coulcf^llfcugs^' 
' the strengths and weaknesses of this (5roposed publicity plan, the impor-^ 
tance of timing, and the value pi the various media for these purposes. You ] 
may meaLWith this person on an individual basis or with a group of your*, ' 
'PBers who are also taking this module. I , ' . ^ 
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Compare your completed written critique of the Case Study with the Moddl 
Critique given below. Your response need not exactly duplicate the model 
■ response; how^j^r, y6u should have (^overed^he same major points. 



i 



MODEL CRITIQUE 

While the publicity plan has some good points, it 
also has some decided -weaknesses. The principal 
weakness is that the plan doeg^ot analyze the. 
audience well enough to.carefully select the jnes- 
sage and the media to be used. 

It begins by identifying relevant groups in the 
community whicli need to.be contacted. This is 
good and is an essential part of ^ny publicity cam- 
paign. However, there are some glanrtg omissions. 
There is no provision for contacting parents, either 
by letter, or through Xhe Parent-Teacher Associa- 
tioni Similarly, that^achers of^Central High School 
have be^en neglected. This is a serious error not ^ 
only in terms of the survey publicity campaign, but 
"ateo in relation to maintaining good inter-faculty 
public relations within the school. 

While there is provision Jor using a variety of 



to keep such cbnrimunicatioD as brie|as possible. 
Tfius, if \\)^ letter is a follow-uj) to previous com- 
muQicatjon— as the letter seems tor indicate in the 
opening phrase— then rt is good that it acknowl- 
edges previous help and briefly explains its" pur- 
pose. If not, ttien the letter would be too brief. More 
inforination would need to be given concerning 
th^ need for the survey ahd its benefits. 

The Smithville Daily Netws is an important means 
of publicity .and is be'ihg well use,d:The advertise- 
mei^, however, has twoweakness^s First, it is too 
brief an(j,^theref,ore,'not sufficiently informative of 
the purposes and benefits of the survey It also 
^does not promote the th^me^45f the relevance 
of vocational education. Secondly, it is doubtful 
whether the advertisements are well distributed 
*with -respect to time. It is probably preferable to 
identify the diys when the paper has the widest 

■ •1. '1^. J AA^/:^^ ^L^M <^/4t<Ai^t<^ti>^^ 'f ^ 'f A 



me&ia in the cam|}ai^n, the media organizations^ ^jg^^jj^^^l^QP, confine the advertising to those 



are no't identified as a relevant community group. 
In such a campaign, it would be important to 
communicate with the executives of these media 
organizations if maximum support is to be ob- 
^|ained from them, especially in terms of free adver- 
tising time. ^ . , 

A good range of media is to be used in the 
campaign. However, it is^ot used in the most ap- 
propriate wayslor the various audiences. For ex- 
ample, rt would not be appropriate to use thfe^same 

' letter for the chamber of commerce, the Federa- 
tion of Labor, an^ the welfare agencies. The style 
of letter^and tj>€particylar emphasis Which needs 
to be made irnt will var^^according to the nature of 
the particular group being addressed. Thus,,con- 

* sideration needs to be given to different styles of 
letters lor the various groups. 

A personal letter can be an effective way of v(fin^- 
ning support from people. It would, therefore, be 
advisable to send a letter4o each of the groups 
identified, and. to include ffie principal officerjof 
m6st of the organizations identified— includmg 
the parent-Teacher Association. 

The letter itself lacks the necessary §mp>iasis of 
the campaign that "vocational education is rele- 
vanteducation." On the other hand, itHs important 
1 
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editions. 

^ r 

' It would also be important to diredt the adver- 
tisements t6 special groups by placing them in the 
approprrate^oagesof the newspaper For example, 
businesspersons can be contact^d best by adver- 
tising in tha buskjess pages, other groups in the 
sports pagA.*etc.^; • \. ^ ^ 

Informing the high school (ISpulation of the sur.^ 
vey iS'important.'An additional appropriate way of 
doing this would be tfnougMhe use of the school 
public address system. Tne idea of using the 
graphic arts student? in designing posters for the • 
•bulletin b*oard^ is good. These need to be brief and 
attractive.YioweveC', it is not gpod to leave the sapne 
poster on a bulletin board for more than two or 
three dayg. it would be preferable to have a number 
of diff^Jrt posters and rotate them around the 
variOTS^ulletin , boards in,the ^hool every few 
days. By so doirn^, the message is reinforced in the 
minds of the students. 

-Presentations by the* principal orthe head of the 
vocational educaliqn^depa>;^rnent are important.' 
Jhesp^coujd be extended to fK^lude other impor- 
tant community organizations in addition to the 
Rotary' Clw^. Especially important is communica- 

: i 

■ 



tion 6y the principal to the staff of the school con- 
cerning the survey, . ^ . 

Thus^ the publicity campaign includes some 
good ^ea§, -but it needs t^ be extended and di- 



rected more towardsTnfr4hemeof the relevance of 
vocational education. It also needs to emphasize 
the importance of the survey to achieving such 
relevance. 



LEVEL OF PERFORMANCE: Your completed critiqueshpuld have covered the sam^major points as the r\ 
model response. If you nnissed some points or have questions about any additional points you madSr^ / 
.revjew the material in the information sheet, Publicizing a Community Survey, pp, 6-15, or check.with 1 
your resource person \i necessary, ^ ' f 
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Learning Experience Ih 



OVERVIEW 





Yoa4nay wish to meet with your resource perjsqri and/or peers to discuss 
th'irole of leading ancT supervising voiunteer pei^sohWel^^i^pecja^^^^^ 
v^eritSi in dbnducting a coipmuriity^survey.^?^ ^>w>> ; :/v- ; 



V . Ypu.will be reading the Case Situatidhs, pp. 32-35, and writfng critiques o$ 
pejfGnrnance Qf the instructor involved. \ ; 



Vou Will be evaluating your competency-in'crjtiquing the Instructor's per- 
fonrianceln difectin^ co'mmuni^ survey by comparing.yoUr cbmpleted , 
critiques wfth tfi^ Model Critiques, pp. 37-38. . 
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Activity 




For information on the skills required for. and the responsibilities involved 
in, directing a community survey; read the following information sheet: 



DmECTING A COMMUNITY SURVEY 



Before conducting the survey, ygu should be 
thoroughly prepared for this important event: Your 
planning activities should begin by obtaining the 
' appwval of your administrator for conducting the'' 
community survey. Additional activities should in- 
clude-^ 

• ^ganizin^ a steering committee to'as^t with 
the survey 

identifying the geographical areas in which to 
conduct the survey 

• solioUing information and assistance from 
focal and state agencies in planning the sur- 
vey ^, 

developing survey instruments to be used 

• recruiting the-survey staff 

• developing a plan of activities for survey staff 
to follbwin conducting the community survey 

Having completed .the above seven tasks and 
.having undertaken a publfcity campaign, you are 
ready to conduct the survey. Now you must turn 
your attention to ttje roles which you pISy in direct- 
ing the survey, and the skills which are demanded 
by Ithese rol^s. . 

In order to suc- 
cessfully jjirect a 
community sur- 
vey, you will need 
skill in the areas'of 
leadership, super- 
vision, and coor- 
dination. Since a 
community survey 
is a cdope rati ve ef- 
fort of a team oT 
workers and the 
community, you - 
will need these" 
skills to maximize 
}his cooperation. 
The survey team 
will consist inostly of .volunteer workers with vary- 
ing degrees of-skill in the collecting and handling 
of data, and they will need your strong guidance. 

As leader, you need to— 

• maintain the^ enthusiasm of your team and 
your steering committee^ 




• maint^n good' public relations with your'' 
school and the conrimunity 

. • assign areas of responsibility and, see that 
these are fulfil led ^ » ^ 

• 'keep a watchful eye §n your budget 
As supervisor, you need to— ^ 

• provide the necessary materials^and facilities 
to your team so thdt their efforts are pr6dim. 
tive 

^ control the progress of work so that tie time 
schedule is met * 
handle the datav^rom the survey • ^ 

• assist your team with any problems and 
difficulties they encounter during the survey 

As coordinator, you need to--^ 

• schedule th^ indivtdual activities of the mem- 
bers of your team to ^void cohfusion or dupli- 
cation of effort J 

• maintain an appointmehts schedule to assist 
your team with their interviews ^ 

• coordinate transportation when necessary for^ 
your team. 

Maintaining enthusiasm for the community sur- ' 
vey is a very important responsibility. Establishing 
and maintaining good communications within the 
survey teana4^ important element if ^ou are to 
succeed. YouV^leam and your steering committee 
^ need to be kepi Informed of the progress of the 
' survey and the community response to the public- 
ity campaign. They need totee^old of examples of • 
community cooperation and given anyv other in- 
formation which will encourage them to ap- 
preciate, the importance. of the survey and their 
efforts. Good 'communication- will enable your 
teanr) to feel central to an important and rewarding 
task; -poor communication may well encourage 
indifference or discouragement on their part. 

Coupled with the importance of gocd communi- 
cation is that of good timing. Nothing will dampen 
enthusiasm more than having your survey begin 
before all necessary preparations have been made 
or having it strung out over too long a time interval. 
The survey M^s to capitalize ofi'the publicity 
campaign by following it closely, andx?ncejtegun, 
it needs to be cdnnpleted witHin^two weeks— or - 
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less, if possible. Therefore, supervising tardy mem- 
bete of your team is very. important. 

The maintaining of good public relations is an 
essential part of your responsJ|ilitie§ as leader of a 
community survey, and^^your success in this area 
will directly aftett the succe^ o^ that survey A 
number of things demand your attention if you are 
to be successful. , . : ^ 

As leader, it is 
your responsibility 
to assign areas of 
responsibility to . 
♦your team andlo 
see that they arev 
fulfilled. It may ^ ^ 
help you fo keep a 
progress report 
sucH aS 'thQ one 
shown in Sample 
9. Use of this type 
of form will enable 
you to watch the 
progress of each 
of your team 
members and 

quickly note those whd aje getting behind It also 
helps you to 
keep a^check 
on some of 
the materials 
and equip- 
ment which 
you will be 
-Handling 
during the 
survey. * 

You need > 
to exercise 
great care in 
assigning re- 
sponsibilities 
to team members. You d o not want any one person 
to undertake too majny interviews, or to distribute 
too many quest4QP?iaires It is better to reducathe 
numb'gr of people who are to b^ contacted than to 
overtax your workers. Overworked team members 
who are rushing to Complete tasks will not b^abl6 
to do the most efficient job possible 



^^^^ 




"So help you effectiv^y supervise your team 
members' time and eliminate duplication of ef- 
forts, you should keep an accurate mterv^ew - 
schedule in addition Ko a progress report This 
schedule.sbould indicateall persons who are to be 
mtervi6w^and the survey team members who are 
to mtervi^ them. Date and time of each interview 
should alSQ be indicated. " ^ 

As community sun/ey leader, you need to take 
full responsibility for your budget. A compre'hen- 
Sive^udget ro^Dort will need Jo be made, to the 
school administrator. It is. therefore. im(^ortant tp. 
' keep ^..carefijl record d\ all expenses incurred, 
including 
trayiel. Prob'- 
aWY,your 
^ steering, 
committee . 
•will want to 
^ approve any 

-major ex- 
V penses.-such , 
as advertise- ^ 
ing. and wjJL" ' 
want regular , , ^ 
financial re- 
ports from 
you dunng 
• the^urvey. 

In addition^, you must keep your administrator 
and the steering committee informed of the pro- \ 
' gressof the survey and of its results It is important 
-also to be sensitive* to your colleagues and the 
school community in thisVespect. Staff may resent 

feiving secondhand information about such.^n 
fbrtant event as a community su/vey. 

Supervising ttre Survey Staff; ^ 

As supeVvisor, it is your responsibility tp see th^t 
the members of your survey team apply the princt- 
'plesand procedures which were given them in the 
pre-Survey training sessions. For exafnpie. you wnT*^ 
need to supervise ^heiri to see that, they follow* 
correct interview procedures.' You will need to be 
assured fhat when they make, interview appoint- 
ments. the9 mtrodu^i^emselves clearly, explain 
briefly the purpoSe of the Survey, request aninter- 
v^ew. and indfcat^y^ie appropriate amount of time 
needed to complere the interviews. 
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SAMPLES X 
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■ft.?' - v*;;:^ 



fpu must then^ 




5aQh team member 
confirms such appointments with an appropriate 
letter of confirmation* The letter should— 

• explain the purpose of the survey 

• outline the procedures to be foltowed in con- 
ducting the survey 

• explain the role of the employer in supplying 
data 

• explain why the employer's firm was selected 

• affirm that the data obtained from individual 
employers will be kept confidential - 

• explain that the anonymous summary totals 
will be made available to participating em- 
pldyefe 



• thank the employer in advance for his/her 
V help 

• note the date, time, and place of the sched- 
uled interview 

• * 

When all pre-ihtervlew steps have been (jprrectly 

carried out, you must see that interviewers re- 
member to conduct the interview folfowi^ng certain 
prescribed procedures. For example, you m'ustsee 
that every one of your interviewers has a letter of 
introductiorr signed by an official of your school. 
This lette-r should introduce the interviewer' and' 
the purpose of the survey. The interviewer must 
allow the interviewee to read this letter after intro- 
ducing himself/herself and revealing the purpose 
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SAMPLE 10 



(NTRGDUCTION CARD FOR INTERVIEWERS 



• ^ [Dafe] 

May I present -J , a [sfuq(enf] at Cotton Cofinty 

Community c6llegei*who'is helping to conduct an occupatfonal 
survey of Our community. This survey is being undertaken in order 
that the college might obtafn the,occupational information necessary 
for it to meet the njeeds of students preparing for careers anc^the, 
nSeds of the bpsiness community for well-trained employees. 



He?KL Department of 
Occupational Education 



of the interview. An example of such a letter is 
shown m Sample 10 

In addition, interviewers piould be reminded 

• , thank the employers for their cooperation 

• ej^plain how the information obtained in the 
survey will be used ^ , 

• explain hOw'the survey shoOld help future vo- 
cational planning 

r emphasize the mutual benefits to be dgrived 
from the survey by the school and employer 

• review the survey form with the employer item 
by item 

• • answer any questions raised 

• leave name and telephone numbec with the 
employer " 

• request the return of the form by a specific 
date 

^ leave a self-addressed, stamped envelope 
with the employer 

You must also see that each interview and re-\ 
sponse to a questionnaire is followed up with a 
letter of appreciation exf5ressing g/atitude for the 
person's cooperation. This letter should also ac- 
knowledge the importance of the person's re- 
sponses to tbe success of the survey and the im- 
portance of the survey itself to the community An 
example of such a letter is shown jn Sample 1 1 

If an interview cannot be arranged with an indi- > 
vidua}, but he or she would like to participate in the 
survey, a questionnaire, accompanied by a letter, 
can be niailed to this person The accompanying 



letter should clearly explain the theme and pur- 
pose of the survey, its value to the school and the 
community, and the kind of support which ,the 
survey is receiving from the conim/jnity The letteV 
should also explain how the particular person was 
chosen to receive the questionnaire, and should 
give clear instructions as to when the question- 
naire IS to be completed and what the person is to 
. do with It when it is completed * 

Whether the questionnaire is mailed or hjnd 
delivered, if no response is received within two 
weeks.' a follow-up letter should be sent If this 
does not produce a response within another two 
weeks, then a further letter must'b*e sent with 
another copy of the questionnaire Examples of 
these letters are shown m Samples' 12 and 13 
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.Please nolfe that ttiese letters (and all other survey 
letters) should be sent on official schooHetterhead 
paper with the name and position or authority of 
' ♦the person sig ning the letter typed under the sig»a- 
ture. ' ' ^ 

lf*menn*6f&^of the survey teani are 'involved in 
collecting data from students, they need to be re- 
minded thgt they should— 

• explain the purpose of the occupational inter-^- 
est survey to the students 

• emphasize the importance of the informat/on 
req.uested in terms of the individual, stujfent, 
the schf^ol, and the community 

• tiave all the materials prepared for administra- 
tion of the stBdent interest questionnaire 

• give clear, concise, and complete directions 
for completing the interest survey instru- 
ments 

• answer clearly any questions which are asked 
by the stodent^ 



. Once interviews have been completed and ques- 
tionnaires returned, it is your responsibility to see 
thaWhey are checked to be sure that you have 
received completed responses from all individuals* 
who were contacted. You then need to edit' them 
for compl^eness and accuragy, and send them on 
to yoi^M^bulating and data committee for the pro- 
CQS^ing and interpreting of the data. 

While it is not necessary to inform every persort 
who was involved in the survey of its results, it is 
important to note carefully those who* express 
interest in learning of the results and make certain 
that they get a copy 6f the survey repbrt when it is 
completed. You may be calling on these people ' 
again in a future survey and it is, therefore, to your 
^ benefit and the benefil of othere that they be left 
with positive attitudes toward such surveys and 
' appreciation of their value. You need a clear policy 
on the dissemination of results from the survey, 
and you need to be careful to supply the informa- 
tion to those to whom it has been promised. 
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SAMPLE 11 

LETTER OF APPRECIATION^ ' 
FOR RESPONSE TO THE SURVEY 



Cotton County Community College 

200 River Ave./Jonestown, Texas 51003/(231) 462-8111 

[Date] ^ - ' ' ' * . 



Ivjr, Ernest Respondent ' ** 

EMrector of Public Relations 

Jonestown Manufacturing Company { ' * ^ 

Main Street ^ ' ^ 
Jonestown, fexas 51006 

Dear Mr. Respondent: . " . 

May I express to you sincere app'reciation for your cooperation, and that of your firm, 
in responding to /he community survey conducted recently by this school Thqinforma- 
' tion which you supplied is essential to our task of deci'dino whether new vocational 
programs are needed at Cotton County Community College and of revising existing 
programs to better meet the needs of students and the busines^community. 

« 

The cooperation which we hcrve enjoyed during this survey encourages u^ to believe 
that Cotton Coufity Commu nityCbllege will be able to respond continually to the needs 
of Its students and the community. Your own contribution is a valued example of such 
cooperation. 



With every good wish, 



Yours sincerely, 



Head, Department of 
T3ccupational Education 



^ [Ybu may wish to have the school administrator sign this letter, also. 
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SAMPLE 12 





^^^^^^^^ |ot ^ew vpccrtlondi)ro9)^^ 
^"■^4 - ;f^^r '^^F^^^.^? neefds (^.students and fee oi^sihess)^ 

%• ^i-i :^P^°^®^; The response whi<^ w^^Ji^n^^ r^eived^so fcff^ wouIdvincJic^ the 

^W^:': ' " '^-0^ sui^y ri&r c»mj)l0tionl^w|r^wq^ the 
qu^onncdre from you as sodn/as.po^le^ not 



delivered to you because of some pbstdi xJeJcyt!^^^ 
|ngrus this, and we shfall deUver oneio ypu,imx33^ai^^ ore 
6ablettosupplyt0iisdiroughthequestion^ 



*'Ihcmaiib you for your ax)per^ ^'^^^^ i^^^-^M^ ' '^^ 



'^if^^i^ meif^ish to have f/?e sc^oo/ adm/n/s(frator %n f'^^WIrf ated.] 
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SAMPLE 13 



SECOND LETTER FOR NON-RESPONDENTS 
TO THE QUESTIONNAIRE 



r 



Cotton County Community College 

200 River Ave./Jonestown. "ftxas 51003/(231) 462-81 11 * ' 



200 River Ave./Jonestoyvn, 
[Date] 



Mr. Larry .Layton ♦ - / - ' 

Manager ^ , - . - , , 

Jonestown Manufactunhg.^Company 
Jonestown, Texas 

Dear Mr. Layton-' ^ 

The survey being conducted by Cotton County Community College to determine the 
need for the school to develop new vocational programs or revisQ existing ones so as to ^ 
better meeUthe needs of the students and the business community is almost completed. 
Obviously however, if is important that the information we use for th^se decisions is 
cbmplete and gccurate. For this reason yve are anxious to receive completed question- 
naires from every member of our sarnple. ' ^ , . ^ 

Therefore, since you are a mernber of that sample, we would greatly appreciate 
receiving the completed questionnaire from you. We enclosed another copy in case the 
original one sent to ypu on Apnl 6 has been mislaid. 

Than^rig you for ypur cooperation, • 

' , * Yours sinceifelry. 




Head, Department of 
Opcupational Education 



[You may wish to have thh^ school administrator sign this letter also.] 
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You may wish to arrange to meet with your resource person and/or peers 
: who are also taking this module to discuss the concepts in the information 
sheet further. During this meeting, you^might — 

• discuss the leadership responsibilities involved in directing a com- 
munity^ survevand how these might be undertaken in your particular 
situation 

• discuss the problerns of personnel supervision when undertaking the 
purvey with vplunteer personnel and students 

• draw up together a realistic schedule df personnel needs for a survey 
V * an^ a time chart so as to complete a survey within two weeks 
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The following Case Situations describe a series of incidents whiBh oc- 
curred during the conducting of -a community survey. The survey was 
conducted unfler the direction of R. Black, an instructor at Blue Hills 
Technical Center. Read each* ot the situations, and then explain in the 
space provided '(1) what weaknesses and strengths the situatioa reveals in 
the^onducting of the survey, (2) how any problems revealed could have 
been avoided, and (3) what steps could be^ken to remedy the situation, 

: ■ ■ • ' L 



CASE SITUATIONS 

Case Situation 1: Communication with 
School and Community 

Ms. Jones, a mathematics teacher at Blue Hills. 
Technical Center came tell Ms. Black that a 
neighbor had complained to her about a letter she 
had received fr6m the school con^cerning a com- 
munity survey. The letter rpad, in part— ' 

We have been awaiting your completed response to the 
<j|jestlonnalre sent to you two weeks ago in connection 
wlth.the cbmmuhity survey belhg conducted by Blue 
Hills Technical Center. The InfOFmation you supply us 
'will be Important to the success of this survey. We ask, 
therefore, if 'we might receive the completed question- 
naire from, you at your earliest convenience. * ^ . 




R. Black ji^' 

The neighbor had asked Ms^ones who R. BlacR* 
was as she wanted to get in touch. with the person. 
She explained that shd had received a telephone 



call from a student of the technical school ^who 
sought an interview with her in connection with 
the survey. An appointment was made, but the 
sludent failed to show up. The neighbor explained 
that, as she had received the questionnaire a few 
days earlier, she had 3ssumed the interviewer was 
to receive the completed questionnaire from her 
and discuss the information supplied. She had, 
therefore, completed the questionnaire and was ^- 
holding it for the interviewer. She was now suf- 
^ f iciently ahgered by the letter from R. Black to tell ■ 
Ms. Jones that "if they warrted her questionnaire" 
they would have to come to get it from her." 

Ms. Jones had explained to her neighbor that R. 
Black was Ms. Roberta Black, the instructor direct- 
ing the survey. She then explained that she was 
|orry ?he couldn't help any more, but she herself 
l^new very little about thesu rvey. Indeed, Ms. Jones 
did not^know thatjt was already underway, al- 
though she had seen some adv.ertising in the 
newspaper about it. She had promised, however, 
to see Ms. Black and convey her neighbor's com- , 
plaints. ♦ 



Case Situation 2: An Interview 
Appointment > 

While' the data was being .gathered! a memblBr of 
Ms, Black's survey tearp came to her to explain that 
hehad calted to.make an appointment foran inters 



view with Mr. Nichols, only to be told by the seo^je- 
tary that Mr. Nichols had -been interviewed the My 
before. The secretary mentioned that Mr. NIctoIs 
was still not sbre what the survey was about orjwho 
the person was v\rtTO did this interview. It was as- 
sumed the person was a student from the school. 
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Case Situation 3: A Suryey Form 

Ms. Black received an incomplete communjty sur- 
vey form f rfcm one of her respondents, with a note 



attached stating that the respondent considered 
the unsupplied information either confidential or 
irrelevant. » 



Case Situation 4: Confirmation Letter^ 

Ms. Black sent out the following letter confirming 
the date, time, and place o\ a scheduled interview 
with the manager of Apex Manufacturing Com- 
pany. 



DearSfr: 

; ;Jfjl$;is fo/confirm the arrangements made by tele- 
ghorieon March 9for^n interview with youMreiatidn to 
the immunity survey befng conducted by the Blue Hills 
Tec^hieat Center This interview is^sa^eduled for 3!00 



.p.m., Wednesday, K^arch 17, in your office af 10Q East 3rt 
3treet, ' ^ " s . 

: This surveyJs i)iBing unttertalien in:orderthat BlueHiHs 
TechniCQlCenter mlgh\obta1n4h«:cupational Infer- 
mation^hecessary'for it meet^^ of students 
prepaHng^forbiareers dnd;lh^|^s. of the business 
;corortijnityIfo^f>tfellrtrfidr^£0j^^ informati^rt 
vA\M yoU,^fe jBi^^ important to oiir 

achieyen^rit bfthcSe obje^^^^ - 

Thank you for your cooperation. 



Case Situation 5: An Interview 

•Following is an-r^xcerpt frbm an interview con- 
ducted by Jill pdnes. a student member of Ms. 
Black'§ survey tfem, 

"Good morning Mr. Smtthjjam Jill Jones from 
Blue Hills Techni^jal Centet^a member of /tfje* 
ream whicfi is conducting the community survey 
for the ^school. May I show you this letter of rec- 
9mmendation from (he superintendent which ex- 
plains my role and.the purpose of the survey. . . . 

"On behalf of tKe school l.shduld like^to thapk 
you focgiving me some of your time for this mter- 
view this morning; we are very encouraged by the 
cooperation which we are receiving from the busi- 



ness 'community of Culpepper. As 9 result, I am 
. sure the survey is going to prove very valuable both 
' to the scHool and the business community 

*This js a questionnaire which we would ap- 
> preciate your filling |n and returafng^^s^w^ ^^'^ 
sielf-acTdressed, stamped envelope bV Wednesday 
of next week, if at all pd8sij?1e. May I just briefly 
explai n to you the significance 9f each of the items 
in thesufvey and answer any questions you might 
' have*concerning it. . . ,[jc//scosses eacrt \Xem\ 

' "Welf,if you have no more qi>estions. may I thank 
you again, Mr. Smith, for your time and for agree- 
ing to complete our questionnaire and return it to 
me ifext week. . . . Good morning." 
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Compare your co^ipleted written critiques of the Case Situations with the 
Model Critiques given below. Your responses need not exactly duplicate 
the model responses; however, you should have covered the same major 
points. • ' f 



MODEL CRITIQUES 

Case Situation 1 : ^ 

Ms. Black did not meet her public relations re- 
sponsibilities ^for the community' survey. First, it 
would appear that poor communications in the 
school concerning the sur^y have resulted in Ms. 
Jones knowing very little about it and, therefore, 
betng alDle to do little to' remedy the situatioji with 
her neighbor. What she does know, she seems 
to have gleaned from publicity outside the , 
school— which is not helpful to the public rela- 
tions of the school. If M^. Black had established 
proper communication channels within the school 
about the community.survey, this problem would 
have been avoided. 

Secondly, the excerpt of the letter reveals some 
decided weaknesses. ^t is too blunt in a sijxiation^ 
whe/e voluntary cooperation is essential to the 
success of the task. It assumes negligence on the 
part of the neighbor when other factors— such aa 
mail delay-^^ould be thejeason for her apparent 
failure to respond. 
/ The letter is probably on Blue Hilfs-Technical 
' Center letterhead, which is good. However, Ms. 
Black does hot reveal her position within the - 
school— nor does she give a telephone number 
and extension wher^^ can be contacted to dis- 
cuss problems arisiij^^om the survey. If she had, 
the neighbor mtghfnever have gone to Ms. Jones 
with her complaint. 

Thirdly, there appears to be lack of coordjnation 
between the sending of questionnaires and con- 
ducting of interviews. The letter which accom- 
panied the questionnaire was not explicit enough 
in its instructions as to what the respondent was to 
do with the questionnaire when completed— so 
she assumed it was to be handed in at the inter- 
view. Also, it obviously did not reveal sufficient 
informattorv about the nature of the survey, its pu/- 
poses, and benefits to the school and th^ commu- 
nity. 

The interviewer fo? some reason (ailed to keep 
the appointment without any explanation to the 
respondent. This must never occur if good public 
relations are to be mainlained-throUghoutlhe sur- 
vey. ^ 



It is probably an unnecessary duplication of ef- 
fort b c^to s end a questionnaire and also to con-^ 
duct an interview; however, if this is to occur, the 
procedure must be clearly explained beforehand 
to the respondent so thatthe respondent knows 
" what to expect. ^ - 

'better communication with him or her and bet- 
ter supervision of the team would have avoided 
these problems. Ms. Black needs to keep a careful 
recerd of the times of all prospective interviews 
and check to see that they were cg^^ried out. 
Maximum warning must be given to arty respon- 
dent if a member of the team-is npt able to keep an 
appointment. ^ 

— Ms. Black needs to personally visit the neighbor 
to apologize for the confusion which has been 
caused by poor planning, and to receive gratefully 
the completed questionnaire. Consicterable dip- 
lomacy will be needed to placate the respondent. 

Ca§e Situation 2: . 

This situation revea ls poor supervisiortin the 

- making and keeping of appointments for the sur- 
vey. It would seem that duplication has occurred in 
the names given to different members of the survey 
team for the conducting of the interview?. This 
would not have occurred if Ms. Black had kept a 
proper work allocation schedule. This/schedgle 
would reveal the names of- the nr\0fTfDers of the 
team responsible for each of the interviews, and" 
indicate when these have been completed. 

The case situation also reveals that Ms. Black 
did not adequately prepare her students to inter- 
view businesspersons. For example, a poor expla? 
nation of the nature and purpose of the survey was 
given to the businessperson. A pre-interview letter 
should have been sent to clearly reveal this. Every 
communication should be taken as an opportunity 
to press .the purpose and value of the sgrvey It 
shpuld not be assumed that people are fully in- 
"Tormed of these. 

-It is also obvious that the intervnewer did not use 
a Wer of introduction at the interview. Such a 



letter would have clearly told the businessperson 
the Interviewer's name and position, and the pur- 
pose of theJnterview. Ms. Blafck should have made 
sure that this interviewer had such a letter to show 
at the beginning of every interview. 

Case Situation 3: 

. Obviously, communication with the respondent 
failed to persuade him/her of the importance of the 
survey and of the relevance of the requested in- 
formation to its goals. The letter accompanying the 
questionnaire should have spelled out Hie pur- 
poses and value o^the survey clearly and persua- 
sively and th0 relevance of the information sought. 
It should also have guaranteed confidentiality of 
the data — that the information sought would notv^ 
be identifred with any particular firm or person. Ms.^ 
Black obviously neglected to adequately train sur-^ 
vey team members in this important aspect of con- 
--ducting a community survey. 



confidential. It should also encourage the em- 
ployer to respond by indicating that the data 
gained from the survey will be. available to the 
participating employers. While this inforrwation 
should have been included, it would*' need t6}be 
expressed briefly so that the letter did not exceed 
one page. 



The survey form now neecls to be completed. 
Probably the best way ta obtain further coopera- 
tion from the respondent is for 'Ms. Black to per- 
sonally contact him or her to explam the impor- 
tance of the information and guarantee the con- 
fidentiality of the data, the respondent should 
then be tactfully requested to complete thasurvey 
•form. 

-"'"'^se Sitgation 4? 

The letter clearly confirms the date, time, and 
place of the interview. It also expresses the impor- 
_ - tance and purpose of the survey both for the 
school and the business community. However, Ms. 
Black has left out important information. It does 
not explain how the employer'^ firm was selected 
.107 the survey, nor exactly what is required of the 
employer in supplying data. It does not ensu re the 
respondent that His responses will be kept 



Case Situation 5: . 

This interview needs to be considered in the 
light of the two importarit elements. These are (1) 
the need to motivate the interviewee to participate 
positively anid cooperatively in the interview, and 
(2) the need to keep the interview clearly focused 
on its prime task and the goate to be achieved by it. 

Apparently, JidS^ Black' instructed this survey 
team member in the importance of accomplishing 
the second Element. The interview moves clearly 
and swiftly to its purpose and seems to cover it 
thoroughly. The questionnaire is presented with a 
clearjndication as to what is to be done with it. If is 
then considered item by item with que^jil^s which 
might arise. At the end, the interviewe^l5g6i^r asked 
iT there were any further questions. This should 
have allowed the interviewee to be quite clear on 
the task of ihe Q^jestiojinaire. 

Pn the ottier hand, the firstof th^two elements 
'was not well handled in the interview. Ms. Black 
needs to heip this interviewer gain skill in mbtivat- 
ing intervievyees. The interviewer ned^^ to^pend 
a little more time "selling" the survey, its impor-, 
tance and value to the employer and to the school. 
She needed to explain ex.actly.how theTaformation 
would be used and to reaffirm the confidentiality of 
the data. Ms. Black's name and telephone number 
should/also have been left with the business- 
person in case Qf any subsequent questions or 
problems with the questionnaire* 



LEVEL OF PERFORMANCE: Your completed critiques should have covered the same major points as 
the model. responses If you missed some points or have questions about any additional points you 
made, review the material in the information sheet. Directing a Cdmmupity Survey, pp. 24-31, or check 
with your resource person if necessary. . * ^ 



Learning Experience III 



FINAL EXPERIENCE 



-«-■•- ■ 




g4J5flT(i!t,wiirk1n9 situation,* cond^t arcommunlty survey; 



a time when preparation for a commy nity siyvey has been connpleted, , 
contfuctorassistjn conducting a cbmlnunity survey.!^ will incltfcle— 
I # arranging for adequate publicity for the cpmm 
* # assigning survey ^taff responsibilities * - 

• supervising and coordinating all data-gathering activities • 
;;v # arranging for the processing anffinterpreting of the data coTtected 

NOTE: Due to the nature of thts experience, you will need tp have access to 
ah actual school sltuatiqfroyer 'an extended period d! time (e.g., four to six 
weeks). * " \ " 



As^you.comp!ete!each of the above activities, document your actions (in 
writing, on tape, through a hug) for assessment purposes. 




Arranselfi adwaace to have yogr resource person reviewyourldocmnenta- ' 
tion and observe at least one tnstance in which you are supervising survey 
team mem^ 

Yourtot?iU^2peten^^ be assessed by your resource person, using the 
J^adiiet^^^i^i^ Assessment Form, pp. 41-42. , m' 

Based the criteria specified in this assessment instrument, your 
resourcapSrsoTTwill determine whether you are-competent in conducting . 
3 community^survey 



'For a definition of 'dctuai school situation." see the inside back cover 



?- 



TEACHElf>ERFORIVIANQE ASSESSMENT-FORM 

Conduct aXIommunity Survey (A-2) . 



Directions: Indicate the level of the teacher's accomplishment by placing 
an X in the appropriate box under the LEVEL OF PERFORMANCE headi ng. 
If, because of special circumstances, a performance component was not 
applicable, or Impossible to execute, place an X in the N/A box. 



Date 



Resource Persqp 



LEVEL OF PERFORMANCE 



In publicizing^ the survey, the teacher: 

' 1. developed a plan for a publicity campaign 



2. informed the school about the survey jf 

3. informed t|i(Bcommunity about the survey 

4..,.8etected and used media appropriate to the target audi- 



enceV 



5. clearlyponveyed throughout the campaign the theme of 
the survey ^ 

In^ assigning specific responsibilities the t^m, the 
teacher: 

6. distributed tasks among Ihe workers so the job could 
prdceeid efficiently , 



7. : maintained a field workers progress report 

8. sent appropriate follow-up letters to respondents 

9. supervised the interview schedule . . . ^. 



10. kept his/her school, administrators, and steering com- 
'mittee informed of the progress of the survey 



r 

ria 

data-handling committee 



11. edited thexfata appropriately and handed it on to the 
idlinc 



r 

in initial telephone conversations with employers: 

12. the' purpose of the survey was e)yDlained"briefly 

'13. an interview was requested — 



14. the appropriate amount of time needed to complete the 
^ .interview was indicated 
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□ □ 
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rn the -\*ritten confirmatiQns of appointments with em- 

15. the purpose of the survey was explained □, □ □ □ □ □ 



16. the procedure to be followed in conducting the survey 
was outlined • .* 

f7. an indication was given that the data obtained from indi- 
^ual employers would be kept confidential^ 

18/ the date, time, and place of the scheduled interview was 
noted , /. . 

In the interview with the employer or the Employer's repre- 
. sentative: . ^ ^ 

19. how the information obtained in^h^ survey would be 
used to help vocational program planning. was explained 

20. the mutual benefits to be derived from the survey by the 
school and employer was emphasized . . '. ^ 

21. the survey form was r.eviewed with the employer, item by 
' item 

22. any questions th^ enriployer raised were answered* 

In collecting data from students, the teacher: 

23. explained the purpose of the occupational Interest sur- 
vey to the students \, 

24. emphasized theimportanceof th^information requested 
ia terms o! the individual student, the school, and the 
community 



□ □ □ □ □ □ 



25. had all the materials prepared for administratioa of the 
student interest qirestionnaire 

26. gave clear, concise, and complete directions for complet- 
ing the interest survey instruments 

In conducting the survey, the teacher: 

27. rpaintained the time schedule as planned 

28. collected all the necessary data 

29. handled yie data -accurately 
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LEVEL OF PERFORMANCE: All items must receive N/A, GOOD, or EXCELLENT responses. If any item 
receives a NONE, POORror FAIR response, the teacher and resource person should meet to detefmind 
what additipnal activities the teacher needs to complete in order to reach competency in the weak 
area(s). 



^2 43 



ABOUT US^ING THE CENTEft'S P6TE 
MODULES V 



Organization X 

Each module designed to help you gam competency 
in a*M(1icu|ar skill area considered important to teach- 
ing saccese. A module is made up of a series of learning 
experiences, some providing background information, 
sorhe providing practice experiences, and others cOm-« 
biningxthese two fiJnctions. Completing these, experi- 
ences should enable you to achieye the terminal objec- 
Jtive in the finaHearning^expenence The fmafl experience 
in each module always requires you to demonstrate the 
skill in an actual'school situation when you are an intern, 
a student teacheii or an inservice teacher. ^ ^, 

Procedures 

Modules are designed to allow you to indlvlduaflize your 
teacher education program You need to take only those 
modules covering skills whfch you do hot already pos- 
sess, Sfhiilarly, you need not complete any learning ex- 
perience within a rriodule if you alreacty have the skill 
needed to comiDlete it. Therefore, before taking any 
module, you should carefully review (1) the Introduction, 
(2) thQrObjectives listed on p. 4, (3) the Oven/iews pre- 
ceding each learning expenence, and- (4] the Finaf Ex- 
perience, After comparing your present needs and tom- 
petenci^ with the information you have read in jh^e 
sections, you should be ready to m^ake one of the foifow- 
ing decisions: ' " ** 

• that you dp not have tfie cfompetencies indicated, 
and should complete the entire module 

* • that ydli are competent in o/>&^ more of the en- 
abling objectives leading to the^ final learning ex- 
perience, .and thus can omit that (those) learning^ 
expcrience(s) , 

• that ypu are already competent m this area, and • 
ready \0 complete the final learning e)^erience in 

. order tCk"jtest out" , ^' 

• that'^the module is inappropriate to your needs at 
this time"* . , 

When you are ready to take 'the final learning experience 
and have access to an actual school situation, make the 
necefess^ arrangements with vour^ resource person. If 
' you do not complete the final expenence successfully, 
meet with your resource person and arrange (1) to re- 
peat the experience, or (2) complete (or review) previous 
sections of the priodule or other related, activities 
sugQested'by your resource person before attempting to 
repeat the final experience. 

Options for recycling are also available in each of the 
•learning experiences preceding the-finaCexperience 
Any time you do not meet the minimum level of perfor- 
mance required to meet an objective, you^nd your re- 
source person may meet to select activities to help yoy 
reach compet^cy. This could involve (1) completing 
parts of the midlile previously skipped! (2) repeating 
activities, (3) reading supplementary resourcespr com- 
^pleting additjonaUctlvities suggested by the res(]|irce 
person; (4) desfgnlng your own leading expenence: or' 
(5) completing some other activity suqgeste(hby you or 
your resource, person , 



Terminology 

Actual School Situation ... refers to- a situation in 
which you are actually working with, and responsible 
fOr, secondary or post-secbrtdarv vocational studen.ts in 
a real schqol. An intern, a student teacher, or an ii;i- 

" service teacher wpuld be functioning in an actual school 
situation. If you do not have access to an actual school 
siti^ation when you are taking the module, you can com- 
plete the module fipto the final learningexperience You 
would' th6n do the final learning experience later; i eft 
when you have access to an actual school situation^ 
Alternate Acflvlty or.Feedback . . . refers to an item or* 

^ feedback device which may substitute fOr required 
Items which, due to special circumstances^ you are un- 
able, to complete. 

Occupational Specialty . . . refers to a specific areja of 
preparation within a vocational service area (e.g., the 
sen/ice area Trade and Industrial Eduqation includes 
occupationaf specialties such as automobile me- 
chanics, welding, and electricity). 0 
Optional Activity or Feedback . refers to an item 
which IS not required, but witich is designed to supple- 
ment and enrich the required items in a learning experi- 
ence. • 

Resource Person . . referl to^the person in charge of 
your educational program', the professor, instructor, 
administrator, supervisor, or cooperating/supervising/ 
classroom teacher who is guiding you in taking this 
module. 

Student . , , refers to the person ^whb is 'enrolled and 
receiving instruction in a secondary or post-secondary 
educational institution. 

Vocational Servtee Area . . . refers to a major vocational 
field . Agricultural education, business and office educa- 
tion, distributive education, hai^lth occupations educa- 
tion, home economics education, industrial arts edu- 
cation, technical edifcation, or trade and industrial edu- 
cation. . ♦ ' • ^ 
You or the Teacher . . . Yeiers to the. person who is tak- 
ing^the module * * 

Levels of Performance for Final Assessment 

HI A . . . the criterion was not met because it was not 
applicable to the situation.* ^ ^ 
None . - No attempt was made to meet the criterion, 
^althougK it was relevant. 

Poor . . . The teacher is.unable to perform this skill or 
has only very limited ability *to pdVfornrt it 
Fair . . . The testier is unable to perform this skill in an 
acceptable n\SfHlt0but has so4f\e ability to perform it 
Good . . . The teacher \s ab|eJo perform this skill m an^ 
effective manner. ^ 

Excellent . . .'The teacher is able to perforrfi this skill in a 
very effective manner' 
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Titles of The Center's 

Performance-Based Teacher Education Modules 



A-3 
A-4 
A-5 
A-6 
A-7 
A-8 
A-9* 
. A-10 
A-11 



B-3 
B-4 
B-5 
B-6 



CK goty A; Program Planning, Oavtlopmani and£valuatlon 

A-1 Prepire for a Community Survey 
A-2 Conduct a Community Survey 

Report th^ Findings of a Community Survey 
Organize.an Occupational Advisory Committee 
Maintain an Occupational Advisory Committee 
Develop Program Goals and Objectives 
Conduct an Occupational Analy^s 
Develop a Course of Stuc^ 
Develop Long-Range Program Plans 
Conduct a Student Foltpw-Up Study ' - 

EvaluaJ^ Your Vocational Program 

Catagory B:inttructlonal P%n.nlng 

B-1 Determine N^s and Interests of Students 
B-2 Develop Student Pe(fonmance Objectives 
Develop a Unit of Instruction 
Develop a Lesson Plan ( 
Select Student Instructional Materials 
Pr^pareuT6acher>Made Instructional Materials 

pryC: Inttruciioaal Execution 

Direct Field Trips 

Cohduct Group Discussions. Panel Discussions, and 
jSymposiums 

Employ Brainstorming. Buzz Group, and Question Box 

Techniques 
Direct Students in Instructing Other Students 
Employ Simulation Techniques 
Guide Student Study 
Direct Student Laboratory Experience • 
Direct Students in Applying Problem-jSoiving Techniql)^ 
Employ the Project Method 
Introduce a Lesson 
Summarize a Lesson 
Employ Oral Questioning Techniques 
Employ Rem forcepTent Techniques 
Provide Instruction for Slower and More Capable Leamers 
Present an Illustrated Talk^ 
Den^onstrate a Manipulative Ski If ' 
Demonstrate a Concept or Principle , 
Individualize Instruction 
Employ the Teim Teaching Approach 
Use Subject Matter Experts to Present Information' 
Prepare Bullet in'Boards and Exhibits 
Pr.38ent Information with Models, Real Objects, and Flannel 

Boards • , 

Present Information with Overhead and Opaque Materials 
Present Information with Filmstnps and Slides 
Present Information with Films ' - ^ 
Present Information with Audio Recordings ^ 
Present information with Televised and Videotaped Materials 
Emptoy Programmed Instruction 
Present Information with the Chalkboard and Flip Chart 



C-1 
C-2 

C-^ 

C-4 
C-5 
C-6 
C-7 
C-8 
C-9 
C-10 
C-11 
C-12 
C-13 
C-14 
C-15 
C-16 
C-17 
C-48 
•C-19 
C-20 
C-21 
C-22 

C-23 
. C-24 
C-25 
C-26 
C-27 
C-28 
C-29 

Calagory 0: Inttructlonal Evaluation 

D-t Establish Student Performance Critena 

0-2 Assess Student Performance: Knowledge 

0-3 Assess Student Performance: Attitudes 

D-^ Assess Student Performance. Skills 

0-5 Determine Student Graded 

D-6 Evaluate Your Instructional Effectiveness 

Catagory E: Inttructlonal Managamant 

E-1 .. Project Instructional Resource Needs • 
E-2 ^ Manage Your Budgeting and Reporting Responsibilities 
E-3 Arrange for Improvement of ^our Vocational Facilities 
E-4 'Maintain a Filing System, 



E-5 Provide for Student Safety 

E-6 Provide for the First Aid Needs of St yd en ts • ^ . 

E-7 Assist Students in Developing Self-Discipline 

E-8 Organize the VocationatiLaboratory 

E-9 Manage the Vocational Laboratory 

Catagory F: Guidance 

F-1 Gather Student Data Using Formal Data-Collection Techniques 
F-2 Gather Student Data Tlirough Personal Contacts » 
F-3 Use Conferences to Help Meet Student Needs 
F74 'Provide Information on Educational and Career Opportunities 
F-5 Assist Students in Applying for Employment or.Further Education 

Catagory Q: School-CommunHy Relationa > 
G-1 Develop a Schooi-^^irTrunity Relations Plan fo/ Your Vocational 
Program ' 
Qive Presentations to Promote Your Vocational Program 
Develop Brochures to Promote Your Vocational Program 
Prepare Displays to Promote Your Vocational Program 
Prepare News Releases and Articles Concerning Your\^ational 
Program 

Arrange for Television and Radio Presentations Concerning Your 

Vocational Program 
Conduct an Open* House " ^ 

Work with Members of the Community 
Work with State an<f Local Educators 
Obtain Feedback at>out Youf Vocational Program 

Catagqfy H: Student Vocationai 0>ganl^tion 

H-1 Develop af arson al Philosophy Concerning Student Vocational 
Organ iZ£R ions 
Establish a Student Vocational Orgsingatton 
Prepare Student Vocational Oi^anization Members for I 

Leaclership Roles * * • ^ 

Assist Student Vocational Organization Members \t\ Developirtg 

and Financing a Yearly Program of Activities 
Supervise Activities of the Student \^cational Organization 
Gukje Particic^ion In Student Vp^atipnal Organization Contests 
Catagor)^ 1: Profatalonal Role and Devaloi^mant 
1-1 Keep Up-to-Date Professionally 
1-2 Serve Your Teaching Profession^ 
(-3 Develop an Ac tiv# Personal Philosophy of Education 
1-4 * Serve the School and Community 
1-5 Obtain a Suitable Teaching Position 
1-6 Provide Laboratory Experiences for Prospective Teachers 
1-7 Ran the Student Teaching Experience 
1-8 Supervise Student Teachers f 

Catagory J: Coordination of CooparatWe Education 

J-1 • Establish Guidelines for YourX^^ooperative Vocational Program^ 
J-2 Manage the Attendance, Transfers, and Terminations of Co-Op 
Students 

J-3 Enroll Students in Your Cb-Op Program 

J-4 Secure Training Stations for Your Co-Op Program 

J-5 Place Co-Op Students on the Job * * , 

J-^ Develop the Training Ability of On-the-Job Instructors 

J-7 Coordinate On-the%Job Instruction 

J-8 Evaluate Co-Op Students* On-the-Job Performance 

J-9 Prepare for Students' Related Instruction 

J-10 Supervise an Efftployer-Erriployee Af^preciation Event 

RELATED PUBUCATlOlfe ^ 

Student Guide to Using Performance-Based Teacher Education 
Matenais r. 

Resource Person Guide to Using Performance-Based Teacher 

Education Materials \ 
Guide to the Implementation of Performance-Based Teacher Education 



G-2 
G-3 
G-4 
G-5 

G-6 

G-7 
G-8 
Gi-9 
G-10 



H-a-' 

H-3 

H-4 

H-5 
H-6 



For Information regarding availability and pricat of theta matarlalt contact- 

AAVIM 

^ , American Association for Vocational Instructional Materials 

* 120 Engineering Center • Athens, Georgia 30602 •1^04) 542-2586 



